The Commttee to Approve Schedules for the
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for August 12, 2020

1: Call to Order, Welcome, Roll Call

The meeting was called to order at 1:21 pm. Per Governor Sisolak’s issued Declaration of Emergency Directive 006 and
Declaration of Emergency Directive 029 regarding open meetings during the COVID-19 pandemic. The Committee to
Approve Schedules for the Retention provides access to the meeting via teleconference. The public may access the meeting
through the following call in information. The public may also make comments via email to records@admin.nv.gov.

On the date and time of the meeting you can connect by calling:
Carson City: 775-687-0999
Las Vegas: 702-486-5260
Use access code 43313

Committee Members:

Scott Anderson, for Barbara K. Cegavske, Secretary of State — Present

Jerry Lindsay, Governor’s Appointee — Present

Harry B. Ward, for Aaron Ford, Nevada Attorney General — Present

Tammy Westergard, Division Administrator, Nevada State Library, Archives and Public Records — Present
Maureen Martinez, for Laura Freed, Director for the Department of Administration — Present

Alisanne Maffei, for David Haws, Administrator, Enterprise Information Technology Services — Present

Staff:

Sara Martel, State Records Manager, Nevada State Library, Archives and Public Records — Present
Bobbie Church, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Heather Hahn, Senior Records Analyst, Nevada State Library, Archives and Public Records — Present
Lewis Martin, Administrative Assistant II, Nevada State Library, Archives and Public Records — Present

Guests Present:

Ian Carr, Deputy Attorney General — Present

2: Public Comment
Comment may be limited to 5 minutes at the discretion of the Chair.

Scott Anderson announced that Tammy Westergard had been named to a prestigious Board. Tammy Westergard explained that
she had been named to the International Advisory Board of the Vaclav Havel Library Foundation.

3: Attachment Al. Review and Approve the Minutes for February 12, 2020

| Discussion and Vote:



mailto:records@admin.nv.gov

4: Attachment A2. Review and Approve the Minutes for May 13, 2020

5: Attachment B. Proposed New RDAs for Agency Specific Records Retention Schedules

6: Attachment C. Proposed Modification RDAs for Agency Specific Records Retention Schedules

1. Department of Human Resources Management, Central Payroll

A. Title: Deduction Input Documents RDA: 1988247

Description:

These records document deductlons to employees payroll TFhis-ineladesall forms-used-toinputinformationinto-the
o8 atior-The records may include but ate not limited to:

authonzatlon forms for elective deductlons,, child support deduction records,; court execution records, student loans,

associated documentation, andisrelated correspondence.

Authorized Retention:

Retain these-teeotds for a-petiod-of-two (2) calendar years from the end of the calendar year in which the employee
was paid.-te-~hich-theypertain:

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1988247:

Staff recommends the deletion of the procedural information in the description as it is not applicable for records
retention. Staff also recommends removing “to which they pertain.” and replacing it with “in which the employee was
paid” while removing “these records” and “a period of” in the retention statement to make a more defined and accurate
trigger event.



B. Title: Direct Deposit Records RDA: 2011009

Description:

These records document the requests for deposit of payroll, to a banking institution via electronic direct deposit. The
records may include but are not limited to: direct deposit forms,; payroll reports, associated documentation, and;
related correspondence.

Authorized Retention:

Retain-these-teeotds for a-petiod-of four (4) calendar years from the end of the calendar year in which the funds were
deposited. -to-which-they-pertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 2011009:

Staff recommends the additions to the description to ensure the verbiage encompasses all components of the records
series. Staff also recommends removing “to which they pertain.” and replacing it with “in which the funds were
deposited” while removing “these records” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

C. Title: IRS Tax Documentation RDA: 1988245

Description:

Thisseriesinelades These records consist ofall reports and backup documentation for reporting to the Internal
Revenue Setvice (26 CFR 31.6001-5). The records files may include but are not limited to: Quarterly Return of
Withheld Federal Income Tax (FIT) and Medicare Tax (941 C E),; Reportable Fringe Benefits Reports,; W-2 Master

List and W-2/W-2-CA¥—4 employer-eopies; levies against employees, and;similar-documentatdon-asrequired-by,

associated documentation, and related correspondence. 26-CFR31-6001-5

Authorized Retention:

Retain these-reeotds for a-petiod-of four (4) calendar years from end of the calendar year of the tax period eeneerned.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, legal, and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1988245:

Staff recommends changes to the description to reflect the records being produced and encompasses all components of
the records series more accurately. Staff recommends removing “concerned.” and replacing it with “from end of the
calendar year of” while removing “these records” and “a period of” in the retention statement to make a more defined
and accurate trigger event.



D. Title: Pay Register Report RDA: 1994057

Description:

These records document the pay and benefits earned by employees. The records may include but are not limited to:
pz y rcngtcr rcport associated documentation, 2nd re]z tcd correspondcncc

Authorized Retention:

Retain thesereperts for aperiod-of thirty (30) calendar years from the end of the calendar year in which the
transaction occutred. to~which-theypertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1994057:

The description was changed to reflect the record being produced more accurately. Staff recommends removing “to
which they pertain.” and replacing it with “in which the transaction occurred” while removing “these reports” and “a
period of” in the retention statement to make a more defined and accurate trigger event.

E. Title: Payroll Reports RDA: 1996113

Description:

These records document reports produced on payroll matters used for administrative purposes. The reports may include

but are not limited to: Ppayroll maintenance reports,; difeet—elepeﬁ&fepe{-&s—deducnon reports,; lengevityreports;

retirement reports, afd; employee year to date gross reports, associated documentation, and related
correspondence.

Authorized Retention:

Retain thesereeerds for aperiod-of three (3) fiscal years from the end of the fiscal year in which the report was
created. to-which-therecordspertain:

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource

Management, Central Payroll.

Justification for Modification of RDA 1996113:



Staff recommends changes to the description to reflect the records being produced and encompasses all components of
the records series more accurately. Staff recommends removing “to which the records pertain.” and replacing it with
“year in which the report was created” while removing “these records” and “a period of” in the retention statement to
make a more defined and accurate trigger event.

F. Title: Time and Pay Maintenance Records RDA: 1996114

Description:

This-recotd-seties-is-used-to These records document time, leave, and pay adjustments. The fites records may include
but are not limited to: annual Eleave payouts,; leave adjustments,; retirement adjustments,; pay adjustments,
overpayments, associated documentation, and ; related correspondence.

Authorized Retention:

Retain thisrecords—series for aperiod-of three (3) fiscal years from the fiscal year in which the transaction occutrred.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and fiscal needs.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Modification of RDA 1996114:

Staff recommends the addition of “Pay” to the title to more accurately reflect the records produced. Staff recommends
changes to the description to encompass all components of the records seties more accurately. Staff also recommends
removing “to which the records pertain.” and replacing it with “in which the transaction occurred” while removing “this
record series” and “a period of” in the retention statement to make a more defined and accurate trigger event.

2. Department of Human Resources Management, Central Records

A. Title: Employee Service Jacket RDA: 2003100

Description:

Thisreeordseriesis These records document the official personnel file for those employed by the Executive and
]ud1c1al Branches of the State of Nevada (JVAC 284 498(5)) &ﬂd—fef&med—by%he—Dms}eﬂ—ef—Htma&ﬂ—Reseﬂfees

: The records may include but are not
11m1ted to: H]nrmg documentauon mcludmg apphcauons Wlth assocmted documentation deeuments,; Sstate and
federal forms, inelading Employment Eligibility Verification (I-9) forms, an employee’s change of status
documentation, EmploymentStatus Maintenanee; Fransactonetes; Pdisciplinary action documentation,; Rresignation

documentation,; Pperformance evaluations, training documentation, {Seeyand;Related associated docamcntz tion,

and related correspondence. NAC284-498(5y

Authorized Retention:

Retain these-teeotds for a—peﬂed—ef ten (1 O) calendar years from the cnd of the calcndzr yczr in which th mploycc
scpzrz tcd ﬁ'om service. yes 2 sed d




Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Records.

Justification for Modification of RDA 2003100:

Staff recommends the deletion of “and retained by the Division of Human Resources Management, Central Records.
The files may contain, but are not limited to:”. Staff recommends changes to the description to encompass all
components of the records series more accurately. Staff recommends removing “year of separation from service.” and
replacing it with “the end of the calendar year in which the employee separated from setrvice.” while removing “these
records” and “a period of” in the retention statement to make a more defined and accurate trigger event. Staff also
recommends removing the procedural instructions at the end of the retention description. These should be part of a
policy or procedure, not in the retention statement.

B. Title: Employment Verification Documents RDA: 1995152

Description:

This-recotd-seties-is-used-to These records document the verification of employment in accordance with the
Immigration Reform and Control Act of 1986 (See 8 U.S.C. § 1324a and 8 CFR 274a). The-documentsinelude; butare
notlimited-te: The records may include but are not limited to: Department of Justice Immigration and
Naturalization Form I-9 Employment Eligibility Verification, {QM—B—N@—l—Hé—Q%%é}%&h—&&&eh—mef&s—Gep&es—eﬁ
aeeeptable other documents used to verify employment &ﬂd—A&S@el&fed—d—ee&fﬂeﬂfS associated documcntz tion, 2nd
rela ted correspondcncc Note: :

Authorized Retention:

Retain thesereeotrds for aperiod-of three (3) calendar years from end of the calendar year in which the employee
separated from setvice. date-efseparationfrom—serviee.

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal values.

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Records.

Justification for Modification of RDA 1995152:

Staff recommends removing specific form information from the description to enable adaptability to changes outside
the agency’s control. Staff recommends removing “Copies” from the description as copies are non-records. Staff
recommends removing the note section of the description as this is a reference to a procedural practice. Staff also
recommends removing “date of separation from service.” and replacing it with “end of the calendar yeat in which the



employee separated from service” while removing “these records” and “a period of” in the retention statement to make
a more defined and accurate trigger event

3. Secretary of State, Notaries Division

A. Title: Commissioned Abstracter Files RDA: 2007054

Description:

These records document This-record-series-documents-and-administers the commissioning of abstracters (See NRS
240.250). The records may include but are not limited to: The-files-mayecontainbutare-notlimited-to: applications,

commissions, bonds, oath of office, associated documentation, and related correspondence. and-similar doenments:

Authorized Retention:
Retain this-record-series for a-petiod-of six (6) calendar years from the end of the calendar year in which the
commission was filed. date-of-thefiling:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Modification of RDA 2007054:

Per the Agency, they have interfiled these with the Notary records under RDA 1999063. Although these two series are
similar in components, the Agency has stated that this has to do with water rights. This gives them historical value and
should remain under this series number. Staff recommends that both series be filed separately. Having to search through
all Notaries to locate only the Commissioned Abstractor can be costly. Staff recommends removing “date of the filing.”
and replacing it with “end of the calendar year in which the commission was filed.” while removing “this record series”
and “a period of” in the retention statement to make a more defined and accurate trigger event.

B. Title: Digital Signature Authorities Files RDA: 2007061

Description:

These records document Thisrecordseries-documents-and-administers the certification of digital signature authorities
and repositories by the Secretary of State (SOS), (see NRS and NAC chapter 720). The records may include Thefiles
may-eontain but are not limited to: Aapplications, withrelated-doeumentation ;- Rrenewal documentation, 3
Linvestigations (NRS 720.150, NAC 720.810 to 720.850), +- €epy-ef compliance audit, +-SOS disclosure statement (NAC
720.370), s~ Ecetrtification practice statement (NAC 720.360), + Aadministrative hearing / disciplinary documentation
(See NAC 720.550 to 720.610 and 720.900 to 720.950), ;- Rrepository recognition documentation (See NAC 720.650 to

720.710), s-associated documentation, and related cotrespondence. Related-eorrespondenceand-similardocuments:
Authorized Retention:

Retain thisreeordseries for aperiod-of six (6) calendar years from the end of tbc calendar yezrm Wluclz t[zc
certification expires, is suspended, or revoked. date-o Atie Foeato A0 g

Recommended Disposition:

Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, and legal needs.



Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Modification of RDA 2007061:

Staff recommends removing “date of expiration, revocation or suspension of the certification.” and replacing it with
“end of the calendar year in which the certification expires, is suspended, or revoked.” while removing “these records”
and “a period of” in the retention statement to make a more defined and accurate trigger event.

C. Title: Notaries Files RDA: 1999063

Description:

These records document Fhis-record-seties-doeuments-and-administers the appointments of notary publics (See NRS
240.030). The records may include but are not limited to: The-filles-mayecontainbutare-notlimited-to: applications,

appointments, besads; oath of office, complaints, violations, disciplinary actions, associated documentation, and
related correspondence and-similar-doeuments.
Authorized Retention:

Retain this-record-seties for a-petiod-of six{6) ten (10) calendar years from the end of the calendar year in which
appointment has ended. date-ofthefiling.

Recommended Disposition:

PermanentTFransferto-State Archives Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Modification of RDA 1999063:

The State Archives is requesting a change to this series. Per the State Archivist, the records do not hold archival value.
Staff is proposing the retention be changed to ten (10) years from the date of the filing. The agency has agreed and
approves the change to the retention. The record has evidential value for research because it documents the function of
the office of the Secretary of State (NRS 240.010(1)(d)). Staff recommends removing “date of the filing” and replacing it
with “end of the calendar year in which appointment was filed” while removing “these records” and “a period of” in the
retention statement to make a more defined and accurate trigger event.

D. Title: Arbitration Agreements RDA: 2007060

Description:

These records document Fhisrecordseries-deeuments filing of arbitration agreements in accordance with NRS
614.060. The records ma ymc]udc but are not limited to: The-fles-mayeontainbutarenotlimited-to copyof

arbitration agreement, associated documentation, and related correspondence and-similar-docurments.

Authorized Retention:

Retain this-record-seties for a-petiod-of six (6) calendar years from the end of the calendar yearin which agreement
was filed. date-ofthefiline:

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.



Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Operations Division.

Justification for Modification and Transfer of RDA 2007060:

The Notaries Division, is no longer the office of record for the record series. The office of record is now the
Operations Division. The Notaties and the Operations Division are aware of the request to transfer and agree. Staff
recommends removing “date of the filing” and replacing it with “end of the calendar year in which the agreement was
filed” while removing “this record series” and “a period of” in the retention statement to make a more defined and
accurate trigger event.

E. Title: Assistance to Finance Housing Files RDA: 2007055

Description:

These records document Fhisrecord-series-deeuments the official filing of documents relating to assistance to finance

housing (See NRS chapter 319). The records may include but are not limited to: Thefilesmayecontainbutarenot
Limited-te: agreements providing for the service of collateral (See NRS 319.230), instruments providing remedies of bond
holders (See NRS 319.370), associated documentation, and related correspondence and-similar-doeuments.

Authorized Retention:

Retain thisrecordseries for aperiod-of six (6) calendar years from the end of the calendar year in which documents
were filed. date-ofthefiling:

Recommended Disposition:
PermanentTransferto-State Archives-Destroy

NSLAPR staff recommendation:
The retention period meets administrative, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Operations Division.

Justification for Modification and Transfer of RDA 2007055:

The Notaries Division, is no longer the office of record for the record series. The office of record is now the
Operations Division. The Notaries and the Operations Division are aware of the request to transfer and agree. Per the
State Archivist, the records do not hold archival value. Staff recommends removing “date of the filing” and replacing it
with “end of the calendar year in which documents were filed” while removing “this record series” and “a period of” in
the retention statement to make a more defined and accurate trigger event.

F. Title: Public Lands Filings RDA: 2007056

Description:

These records document Fhisrecordseries-doeuments the filings relating to public lands (See NRS 321.310, NRS
324.050 & NRS 328.100). The records may include but are not limited to:

te: Rreports of transactions by the State Land Registrar concerning the Carey Act (See NRS 324.050), s Rzesolutions
ceding state ]urlsdlcmon of public lands (See NRS 328.100), ;- Copy-of titles to state lands conveyed by patent (See NRS
321.310), s-associated documentation, and Rrelated correspondence and-similar doenments.

Authorized Retention:

Retain thisrecordseries for aperiod-of six (6) calendar years from the end of the calendar year in which the
document was filed. date-ofthefiling

Recommended Disposition:

Permanent: Transfer to State Archives



NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Operations Division.

Justification for Modification and Transfer of RDA 2007056:

Per the Notaries Division, they are no longer the office of record for the record series. The office of record is now the
Operations Division. The Notaries and the Operations Division are aware of the request to transfer and agree. Staff
recommends removing “date of the filing” and replacing it with “end of the calendar year in which the document was
filed” while removing “this record seties” and “a period of”” in the retention statement to make a more defined and
accurate trigger event.

G. Title: Registration of Public Securities Files RDA: 2007057

Description:

These records document Fhis-record-series-documents-and-administers the registration of public securities (See NRS
348.370). The records may include but are not limited to: Thefilles-may-containbutarenotlimitedto: signatures of

officers signing certificated public securities, associated documentation, and related correspondence and-similas

Authorized Retention:

Retain thisrecordseries for aperiod-of six (6) calendar years from the end of the calendar year in which the
registration was filed. date-ofthefiling

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archival, and legal needs.

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division and Securities Division.

Justification for Modification and Transfer of RDA 2007057:

Per the Notary Division, this is no longer their function and should be transferred to the Securities Division. The
Notaries and the Securities Division are aware of the request to transfer and agree. Staff recommends removing “date of
the filing” and replacing it with “end of the calendar year in which the registration was filed” while removing “this

record series” and “a period of” in the retention statement to make a more defined and accurate trigger event.

Discussion and Vote:

The proposals in Attachment C were approved as presented. The motion for items 1 and 2 was made by Alisanne
Maffei and the second was by Maureen Martinez. The vote was unanimous. The motion for item 3 was made by
Harry Ward and the second was by Jerry Lindsay. Scott Anderson abstained from the vote on item 3 because the new
RDAs were Agency Specific for the Sectetary of State’s office; the remaining votes were unanimous for the members
present.

7: Attachment D. Proposed Deletion RDAs for Agency Specific Records Retention Schedules

1. Department of Human Resources Management, Central Payroll

A. Title: Eleetronte Human ResourcesRecotds RDA: 2010666

Description:

10



Recommended Disposition:
Destroy-Seeurely

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer for the Department of Administration, Human Resource
Management, Central Payroll.

Justification for Deletion of RDA 2010060:
This is a database. Per the Division the data is used for the Payroll Reports contained in RDA: 1996113 and the Pay
Register Report RDA: 1994057. As a non-record, it should be deleted from the schedule.

2. Department of Conservation and Natural Resources, Bureau of Safe Drinking Water

A. Title: EPA-Quarterlyand-AnnualReports RDA: 2003105~

Description:

Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:

The appraisal is supported by the Records Officer for the Department of Conservation and Natural Resources, Bureau
of Safe Drinking Water.

Justification for Deletion of RDA 2003105:

Per the State Archivist, the records do not hold archival value as these are federal records. Staff recommends deleting

this RDA in lieu of following the General Schedule RDA 2005125 Grants: Federal Grants - Administrative Records as

these records are a reporting requirement for federal grants awarded to the agency.

3. Secretary of State, Notaries Division
A. Title: Marsiage-(MinisteryFiles RDA: 1999061
Description:

11



Recommended Disposition:

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Records Officer of the Secretary of State, Notaries Division.

Justification for Deletion of RDA 1999061:

After a review by both the Agency and the State Archivist, it was determined that this is a database and is not a record
series. Minister certificates are under county jutisdiction and ate not official records of the state. As such, they are
considered non records they should be deleted from the retention schedule.

8: Attachment E. Proposed New, Modification, and Deletion of RDAs for General Records Retention Schedule

9: 2019 Legislative Bill Review Status Update

10: Discuss future agenda items

11: Public Comment



Thete was no public comment made during the teleconference and no public comment was made by mail or email leading up to
ot during the meeting.

12: Determine time of next meeting

The next meeting will be held September 9, 2020 at 1:15 pm in the Nevada State Library and Archives Board Room.

13: Adjourn

The meeting was adjourned at 2:02 pm with the motion made by Harry Ward. The vote was unanimous.
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